USAI D/ General Notice
| NFORMVATI ON M AS/ | RD
10/ 06/ 1999

SUBJECT: The Cctober Automated Directives System (ADS) Notice
Pur pose
This monthly notice is divided into three sections:

Section | lists the policy notices not included on ADS CD 15, but
posted to the ADS website.

Section Il pertains to ADS tips.

Section Il describes the ADS and provides instructions for
accessi ng the ADS CD.

Policy Notices Since ADS Conpact Disk (CD) 15

Al'l Agency personnel have access to CGeneral Policy Notices and
shoul d read and assimlate the new policies. The notices are

di stributed each evening fromthe Notice Sender mail box to everyone
in USAID)Wand to specific mail boxes within the M ssions.

There were several USAID General Policy Notices issued since the
rel ease of ADS CD 15.

Pl ease not e:

* ADS CD 15 is accessible to ALL USAI DY W enpl oyees via the
Local Area Network (LAN). ADS CDs were mailed to the
M ssi ons on Wednesday, 08/11/99. If you are in USAID W
and unable to | ocate ADS CD 15, please contact the I RM
Hel p Desk for assistance.

* ADS CD 15 material and Policy Notices are al so accessible
via the ADS web site.

ADS | ntranet address: http://ww. usai d. gov/ ADS/
ADS | nternet address: http://ww. info.usaid.gov/pubs/ads

Policy Notices not included on ADS CD 15 but posted to the ADS
website:

0945 09/ 28/ 1999 Pre-Logon Autonated Data Processing
Syst em War ni ng Banners

0923 09/ 15/ 1999 Revi sion to ADS 202, Managi ng for
Results: Achi eving



0921

0913

0907

0903

0902
0902a

0854

0829

MAS31

0726

0623

0621

| anpol i cy

09/ 14/ 1999

09/ 09/ 1999

09/ 03/ 1999

09/ 02/ 1999

09/ 01/ 1999

08/ 30/ 1999

08/ 17/ 1999

08/ 03/ 1999

07/ 21/ 1999

06/ 21/ 1999

06/ 18/ 1999

05/ 19/ 1999

Pol i cy- Rem nder Corrected Copy -
Appropriate Fiscal Year to Charge for
Travel to USAID Enpl oyees and
Transportation of their Effects (ADS
577.5.8)

| ssuance of Revised ADS Chapt er
Agency Operations

102,

Clarification to ADS 522, Cost Associ at ed
wi t h Conf erences

Revi sion to ADS Chapter 303, Grants and
Cooperative Agreenents to

Non- Gover nnent al Organi zati ons:
and Suppl ementary References

Mandat ory

Revi sions to the AID Acquisition
Regul ati on (Al DAR)

Revi sion to ADS Chapter 541 (formerly ADS
544) (Posted to the ADS What's New Page,
09/ 01/ 1999)

ADS 253, Training for Devel opnent
to the ADS Series 200 web page
08/ 18/ 1999)

(Post ed

MAS#31 - Paynent of Per Diemto Fanilies

- Policy Rem nder

Legal and Policy Consideration when
I nvol ving Partners and Custoners in
Strategic bjective Teans and O her
Consul tati ons

Conflict Prevention Guidance for
Strategi c Pl anning

Program for Expanding the Participation
of Mnority Serving Institutions (MsIs),
to be included in ADS 321.

Policy - Rem nder Procedures for
ot ai ni ng and Veri fying Mai ntenance and
Local Area Networks |Ds

El ectronic copies of policy notices nmay al so be obtained by sendi ng
to Notice Mil box@ AS. | RD@A DW

an e-nmail

CIBs issued since ADS CD 15 are on the OP webpage:
www. i nf 0. usai d. gov/ procur enent _bus_opp/ procurenent/ci b

and are available from M OP/ P,

(202) 712-0610. Earlier CIBs are

avai | abl e on the OP webpage.

SECTI ON | |



Hel pful TIPS when using the ADS and ADS CD

Each nonth we will include ADS content and/or ADS CD hel pful tips.

This nmonth's tips pertain to the ADS "Wat's New?" page

(www. i nf o. usai d. gov/ ads/What's New. htm) and refining a search on

t he ADS CD.

Q1 Wat is the ADS "What's New' page?

A.1 The ADS "Wiat's New' page is an HIM. web page that states
whi ch chapters, references, and interi mupdates were

recently posted to the ADS web site.

The nost recent ADS USAI D General Information Notice,
links to the ADS Transnmittal Menorandums, and ot her

hel pful links are also included on this page. Next
month, a Frequently Asked Question (FAQ section will be

added to the page.

Q2 Wen using the ADS CD, 1'd like to only search those
chapters within a particular Series. How does one only
search for a word or phrase within one or two Categories
(Series 100 -600, d ossary, and Resource Library)?

A2 To limt the nunber of CD search results and Categories

to search:

Step 1: Cick on the flashlight icon.

Step 2: Cick on the "Options" button.

Step 3: Cick on "Categories" fol der.

Step 4: Cick on "DESELECT ALL."

Step 5: Cick in the box next to the Series or
you do wish to search. In this exanmple we wll
the box next to "Series 200" and the "d ossary."

Cat egory

click in

A

checkmar k now appears in the Series 200 box and the

d ossary box.
Step 6: dick k.

Step 7. Make sure your word/terniphrase is typed in the
search box and press "Enter." The systemw |l now search

just the ADS d ossary and Series 200 for the
wor d/ t er n1 phr ase.

Step 8: Use the gray arrows with blue borders to |ocate

t he word/terni phrase.

Congratul ati ons, you just narrowed your ADS CD search.

The follow ng informati on has been updated to include Series 600 in

the |ist of ADS Seri es.



VWhat is the ADS?

The ADS sets forth the Agency's policies and essential procedures,
as well as mandatory and suppl ementary i nformational references.
It contains six functional series, interimpolicy updates, valid
USAI D Handbook chapters, a resource library, and a gl ossary.

The functional series consist of ADS chapters that have been
witten in a standardi zed fornat. The six functional series are as
foll ows:

Series 100 Organization and Executive Managemnent
Series 200 USAI D Program Assi stance

Series 300 Acquisition and Assistance Agreenents
Series 400 Personne

Series 500 Managenment Services

Series 600 Budget and Fi nance

The InterimUpdates are USAI Y General Policy notices that are not
yet in the standardized format. COver time, the Interim Updates
will be incorporated into the appropriate ADS chapter.

The USAI D Handbook Series provides the few Handbook chapters that
are still valid, and serves as a cross reference between the
Handbooks and ADS chapters in the functional series.

The Resource Library contains the Mandatory and Suppl enentary

Ref erences. Mandatory References are the Governnent's regul ati ons
and other material that the Agency nust follow  Suppl ementary

Ref erences provide hel pful information pertaining to the Agency's
pol i ci es and procedures.

The d ossary defines terns found in the functional series.

The ADS is updated quarterly via a CD. The latest version of the
ADS CD (fornmerly known as DR-CD) is 15.

How Do | Access the ADS?
The ADS in its entirety is located on the ADS CD. If you are in
USAI DY Washi ngt on, please follow the steps listed below. If you are
inthe field, access may be obtai ned via a CD ROM r eader
USAI Y W User s:

Step 1. Cick on the Wndows Start Button

Step 2. Aick on "NetApps"

Step 3. Aick on "CDNET"
Congratul ations! You have successfully accessed the CD Tower. The
steps fromhere on are the sane as they were when you used W ndows
3. 1.

Step 4. dick on ADS
Step 5. Aick on the Run button

If you do not see the ADS CD |listed, please click the "Search"



button located in the bottomleft hand corner of the gray box that
appears on your screen. The systemw || then update your list of

CDs. The gray box wi |l disappear fromthe screen for a nonent and

then the ADS CD will appear. If the ADS CD does not appear, please
cl ose the CDNET program and repeat steps 1 through 3.

Components of the ADS may al so be accessed via the Intranet and the
Internet. These sites currently do not contain the valid handbook
chapters, but a list of which handbook chapters are still valid is
i ncluded on the ADS website. Additionally, the Internet (unlike
the Intranet) does not have the Personnel Series (400) and Interim
Updates for Series 100, 400 and 500.

USAI DJ General Policy Notices are placed on the web sites either as
InterimUpdates or as a new or revised ADS chapter (replacing the
old chapter, if any), usually within 72 hours of their issuance.
Therefore, the ADS web sites will reflect policy updates sooner
than the ADS CD. Access to the ADS material nay be obtained by
accessi ng:

1. The ADS Intranet hone page is found by accessing the
USAID I ntranet Home page at: http://ww. usaid.gov - Then
click once on the word "ADS." This link will take you to

the USAID I ntranet hone page.

2. The ADS Internet hone page is found by accessing the
USAID I nternet Home page at: http://ww.info.usaid. gov/
- The reader must then click once on the phrase
"Publications/Partner Resources.” Next, scroll down to
"ADS: Automated Directives System-- Fornmerly the USAID
handbooks" header. dick once on this phrase and it wll
take you to the ADS Internet Honme page:
http: //wwv. i nfo. usai d. gov/ pubs/ ads.

You may al so request an el ectronic copy of a Policy notice by
sending an E-mail to Notice Mail box@J AS. | RD@\I DW

Poi nt of Contact: Cynthia Staples, MAS/IRD, (202) 712-0798 or
you may send an e-mail to ADS@MV AS. | RD@\l DW

Noti ce 10150



